ERDD on the Web: Displayv/Edit or Check Status/Delete
Saved Document

When to Use

To check the “status” of an ERDD Web form and make changes to or delete an ERDD
Web document, which has not been posted.

GTFM Policy compliance requirements: None

Procedural Steps:

1. Log into the Expense Reimbursements on the Web through Employee Self-Service (ESS)
using your UTORIid and password.

2. Click on the appropriate tab as follows:

Checlk Status/Delete

a. To check the status or delete an ERDD document, click on the

(NOTE: ERDD documents that have been “"Submitted to AMS...” cannot be
deleted.)

Display/Edit Claim

b. To display or edit an ERDD document, click on the tab. (NOTE: only
ERDD documents that have not been submitted for posting may be edited by those with
Submit access. Also, documents that have been “"Submitted to AMS...” cannot be edited at all.)

3. Make changes as appropriate and continue with ERDD on the Web process.

Step 1: Log into the Expense Reimbursements on the Web
through the Employee Self-Service (ESS) Portal

Access the transaction using the following URL:
https: m-wd.utoronto.ca/irj/portal

Logon using UTORId and Password.

UTORid / JOINid

Password

Tip: The web application will timeout after 10 minutes of inactivity.



https://ppm-wd.utoronto.ca/irj/portal

\ Administrative Web Services

To protect the security of your data, this application will automatically terminate in 03:59:26. Unsaved work will be lost.

M ©C C
My HR Self-Service | Expense Reimbursement

Landing Page

[ Weicome > Landing Page Full Screen

To access individual services please select the relevant application from the tabs above.

Pop-ups must be enabled for My Research.
Planned Downtimes

ESS & MROL

From 6:00PM Tuesday March 26, 2019 to 7:00AM Wednesday March 27, 2019
for Bi-Weekly pay

From 5:00PM Friday March 29, 2018 to 7:00AM Monday April 1, 2019 for
Processing of FIS Month end

Need Help? Please see Help Desk Info My Research
No planned downtimes for the week.

The "Designate" function in MRA, MRAP and MRHP is not available during payroll periods.

Microsoft Edge users, testing has revealed compatibility issues with this browser. Edge is not being supported at this time.

Step 2a: To check on the status of or delete an ERDD document,

click on the

i) Check Status of ERDD Web document:
A listing of all ERDD Web documents entered by you and/or for which you have authorization to
post, will be displayed in a table format as follows:

ERZD Home Create for Others ‘Edit Clairm

Check Status fDelete

Expense Reimbursements Direct Deposit on the Web

Displayed below are the expense re-imbursements and their status.

This lisls lhe ERDD belorging o you and credled by you. This lislis sorled by slalus and audild.

To Delete, usethe Delete column to mark the ERDD to be deleted and click the Delete button below
(the claim will ke displayed in the next screen where you can confirm or cancel deletion).

| Detete |  Auditz | Claim Nama [ Status

| (e |201 1010430 |TEST FORMATTED PRINT Saved awaiting further editing. Last saved 14.07 2010 ;'
| L |201‘|0‘|0432 |.P|.NGELA FORMATTED PRI Submitted for processing to Business Officer on 14.07.2010

| [ |201‘|0‘|0429 |DONNﬁ TEST FORMATTED Submitted for processing to Business Officer on 11.08.2010

| [ |201‘|0‘|0428 |.J.P|.Nﬁ TEST TAX CCDES Submitted for processing to Business Officer on 14.07 2010

| [ |201‘|0‘|0427 |.P|.NGELATESTTX coDs Submitted for processing to Business Officer on 14.07 2010
i 2011010416 [TESTIMNG AFTER CHMNGEZ  Submitted for processing to Business Officer on 05.07.2010
% 2011010418 |TESTIMNG PAT OTH=ER Submitted to AMS for Direct Deposit on 21.09.2009

[Eametall [Saeananaanl ot = =l

1
o I'mit the list of claim(s) you want disolayed,

please choose one of the following cptions and then press ENTER.
" Saved o tnumh=r]| most recoent claimrs

" Submtted to Business Officer " claims created between (ddmmyyyy) | and|

= Submitted to AMS for Direct Deposit =

Personnel# I - -

T~ NOTE: If the claim needed does not
appear in displayed list, enter the

Delete Selectad ERD e personnel number of the claimant in

the “personnel#” field and all of
their claims will be displayed.




Status message Description

Saved awaiting further editing, Last saved 22.08.2008 ERDD document has been saved and can be
changed by those who have Submit access.

'Submitted for processing to Business Officer on 22.08.2006 ERDD document has been submitted to Business
@ Officer and further changes to ERDD document
All ERDD Web documents created by those with are possible only by those with Posting access.

Posting access will always display this message for
Saved ERDD documents.

Submitted to AMS for Direct Deposit on 21.09.2009 ERDD document has been posted and no further
changes are possible to the ERDD document.

NOTE: The displayed list can be shortened by clicking on the appropriate radio button below:
o limit the list of claim(s) you want displayed,

please choose one of the following options and then press ENTER.

" Saved ' (number) | most recent claims
" Submitted to Business Officer " claims created between (ddmmyyyy) | and |
" submitted to AMS for Direct Deposit LCOFN|

If the claim needed does not appear in displayed list, enter the personnel number of the claimant in
the “personnel#” field to view all of their claims.

o display claims for a personnel#, select an option above, enter the Personnel®# and then press ENTER.

Personnel# I

ii) Delete ERDD Web document:
Select the claim to be deleted by clicking the appropriate radio button in the “"Delete” column.

To Delete, use the Delete column to mark the ERDD to be deleted and click the Delete button below
{the claim will be displayed in the next screen where you can confirm or cancel deletion).

| Delete | Auditt | Claim Name | Status

| e |2{]‘I1{]1{]434 |JANA TEST VIEW |Saved awaiting further editing. Last saved 30.07.2010 =

| s |2011n1n433 |JANA FORMATTED PRINT |Saved awaiting further editing. Last saved 14.07.2010

| e |2011u1u430 |TEST FORMATTED PRINT |Saved awaiting further editing. Last saved 14.07.2010

= |2011u1u432 |ANGELA FORMATTED PRI |Submitted for processing to Business Officer on 14.07.2010

| s |2n11n1n429 |DDNNA TEST FORMATTED |Submitted for processing to Business Officer on 11.08.2010

| . |2m1n1u423 |JANA TEST TAX CODES |Submitted for processing to Business Officer on 14.07.2010

| s |2011n1n42? |ﬁNGELﬁ TEST TX CODS |Submiﬁed for processing to Business Officer on 14.07 2040

[ [o011010416 [TESTING AFTFR CHNGF?  |Submitted for nrocessing to Business Oficer on 05 07 2010 L=
Click the “Delete Selected ERDD above” button.

o delete a claim, mark the claim above, then click Delete button below,

Delete Selected ERDD above

The claim will re-display and the following options will be available:
a) Confirm Delete: choose this option if you still want to continue and delete the claim
b) Cancel Delete: choose this option if you decide not to delete the claim.

Create for Others B Display/Edit Clairm RCheck Status fDelete

To Confirm deletion of this claim, click-> (¥ il ML=[=(=] ; LR LA GO R GTEREE A A Cancel Delete |
3

ERDD Home




If option “a” is chosen the following type of verification will be displayed:

ERDD Home

Expense Reimbursements Direct Deposit on the Web

Create Qwn Create for Others

Check Status/Delete

Display/Edit Claim

Expense Reimbursement has been deleted.

The ERDD Audit # is 2011010432
ERDD Claim Form Name: ANGELA FORMATTED PRI

Continue

Step 2b: To display or edit an ERDD document, click on the
Display/Edit Claim T ab

i) Retrieve ERDD Web document:

ERDD Home

Create for Others

DisplayfEdit Claim@y _hecl: Status/Delete

Expense Reimbursements Direct Deposit on the Web

The dropdown list below defaults to "All"™ and contains ERDDs created by your UserlD andf/or in your org unit.
iClick on the appropriate claim, then use the "Retrieve Selected ERDD above" button to view it.
MOTE: The information in the dropdown list is in the format Audit# / Claim name [/ Travel from date / Status.

Display/Edit Claim

ERDD Audit# 2010007937 / CD-LAPTOP / 00.00.0000 / Sentto AMS _ﬂ

Click
. to get listing of all
: documents.
To filter the dropdown list, choose one of the options below and press ENTER. gre;ifjtosvﬁitf_r?&te that thic
Use the dropdown list above to view claims within the filtered list. document says “Sent to AMS”,
Click on the appropriate claim, then use the "Retrieve Selected ERDD above " iR A g

Retrieve Selected ERDD above

N
" Saved O (aumber) | most receritclaims posted and therefore, may only
N
" Submitted to Business Officer " claims created between [ddmmﬁy:,f] |_
” Submitted to AMS for Direct Deposit = Al e

be displayed.)
Click on
Bl Retrieve Selected ERDD ahove

to open the ERDD
document. I

OR
To filter the list by a Personnel#, select an option above, enter the specific Pers/|

Personnel# I

NOTE: The displayed list can be shortened by clicking on appropriate radio button:
o filter the dropdown list, choose one of the options below and press ENTER.

Use the dropdown list above to view claims within the filtered list.
Click on the appropriate claim, then use the "Retrieve Selected ERDD above™ button to view it

I Saved O (numben [ most recent claims
" Submitted to Business Officer " claims created between [ddmmyyyy) | and |
" Submitted to AMS for Direct Deposit = Al




The list can also be filtered by Personnel# or if the claim needed does not appear in displayed list,
enter the personnel number of the claimant in the “personnel#” field and all of their claims will be
displayed.

o filter the list by a Personnel#, select an option above, enter the specific Personnel# and then press ENTER.

—

Personnel#

ii) Edit or View the ERDD Web document:

If ERDD is available for changes, the input fields will not be “greyed out”.
the ERDD has been posted and therefore no further changes are possible.

In the following example,

ERDLC Home Create for Others WiDisplay fEdit ClaimQ Check Status/Delete

Expense Report (Display only; Claim processed on 12.08.2010 by your Business Officer)

You will be notified by email when Direct Deposit has been created. Note that
Claimant Information both ERDD
Personnel #, name [1055891 | [Angela M Namaro audit
= = - ) S number AND
Department [FINANCIAL SERVICES DEPA Audit [2011010437 the FIS
Address (Street)  [215 HURON STREET Date posted |12.:8.2:1: document
City/Prov [FoRONTO [on Fl documents [7320125121 number are
: | listed on the
Country/Postal Cd|Cariada [M55 142 Telephone |i15 3784578 | ERDD Web
DeptContact  [MARK MCGUGAM [ form.
Travel Information
Pericd of Travel [ddmmyyyy) |:1_:8.2:1E -

All items are “greyed out”; therefore, no
further changes are possible.

Step 3: Make changes as appropriate and continue with ERDD

process as follows
a) Save for further changes
b) Submit for processing ("Submit” access); ensure that printed ERDD form, along with the
appropriate back up documentation is forwarded to your Business Officer for further
processing.

c) Post ERDD document (“"Post” access); ensure that ERDD form, along with the appropriate
back up documentation is filed in accordance with UofT file plan.

End of Procedure

Related topics:
ERDD on the Web:
http://finance.utoronto.ca/wp-content/uploads/2016/01/erddwebbusoff.pdf

e Using the Foreign Exchange Worksheet:
http://finance.utoronto.ca/wp-content/uploads/2015/11/erddwebfx.pdf



http://finance.utoronto.ca/wp-content/uploads/2016/01/erddwebbusoff.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/erddwebfx.pdf

